
 

 

 

 *Power Point from September 2015 

Student Eligibility ABC Trainings. 

Guidelines subject to change. Please 

refer to Eligibility Manual for School 

Meals for the most up-to-date 

guidelines.  

Student Eligibility: ABCs 
Professional Standards: (3110)(3120) 

 



Objectives 

• Overview of ways to determine eligibility 

• Parts of a household applications 
▫ How to certify household applications 

• Direct Certification 
▫ Overview of different types of Direct Certification 

▫ Understanding match results 

• Overview of the Benefits Issuance Document 
▫ Documentation needed on file 

• Eligibility documents 
▫ Free and Reduced Price Policy Statement 

• Student Eligibility Manual 



Reminder 

 

Basic – Recommended for brand new employees and staff with 1-2 years of 
experience in NSLP. Trainings will provide attendees a detailed introduction to 
the topic and provide multiple opportunities to practice the information.  

 

 

 

Advanced – Recommended for staff with 3+ years of experience. The 
advanced level trainings are fast paced and will build on prior knowledge.  

 Student Eligibility: Am I Doing it Right? – September 2015 



Introductions 

• At your table 

▫ Name 

▫ School and Student Enrollment 

▫ Favorite school lunch as a kid (or currently!) 



History of National School 

Lunch/School Breakfast Programs 

• Investigation into the health of young men rejected in the World 
War II draft showed a connection between physical deficiencies 
and childhood malnutrition. 

▫ National School Lunch Act of 1946 

 Began school lunch program 

▫ Child Nutrition Act of 1966   

 Expanded lunch program 

 Included Breakfast  

▫ Healthy, Hunger-Free Kids Act of 2010   

 Enhances school nutrition 

 Expands breakfast 

 

 



Overview 

AZ Data 2013-14 
• Total meals served 

▫ Lunch = 108,378,821 

▫ Breakfast = 51,214,325 

• Total sites participating 
▫ 505 sponsors 

▫ 1,599 sites 

• Total kids participating   
▫ Lunch = 644,133 

▫ Breakfast = 300,334 

•  Amount reimbursed 
▫ Lunch = $263,788,897  

▫ Breakfast = $83,281,855 

 

 

 

 

 

Data source: http://www.fns.usda.gov/pd/child-nutrition-tables 
  

http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables


Importance of Determining Eligibility 

• The goal is to identify those students most at risk of 
being hungry and help them receive nutritious meals free 
of charge.  

 



Bingo: Vertical, Horizontal, or Diagonal 

One name per BINGO card! 



Student Eligibility 
OVERVIEW 



Student Eligibility Categories 

Free Eligibility 

• The School Food 
Authority (SFA) 
maintains 
documentation that 
allows the student to 
eat school meals free 
of charge. 

 

 

• Each meal the student 
takes is claimed and 
reimbursed at the free 
rate. 

Reduced-Price Eligibility 

• The SFA maintains 
documentation that 
allows the student to 
purchase school meals 
at a reduced price     
($0.40 or less) 

 

 

 

• Each meal the student 
takes is claimed and 
reimbursed at the 
reduced-price rate.  

Paid Eligibility 

• The SFA either does not 
have documentation, or 
documentation 
provided does not 
meet criteria for 
student to receive meal 
benefits. These students 
must pay for their 
school meals.  

 

• All meals served to 
these students are 
claimed and 
reimbursed at the paid 
rate.  

Every student in your District/School should be assigned a meal benefit 
eligibility from one of the following categories: 



Reimbursement Rates July 1, 2015 – June 30, 2016 



Ways to Certify Student Eligibility 

CNP DIRECT CERTIFICATION 

FREE 

 Entire student enrollment is 

compared with DES database 

and all students who match are 

FREE. 

  

HOUSEHOLD  APPLICATIONS 

FREE 

 Income and Family Size 

 Case Number (SNAP, TANF, FDPIR) 

 Foster 

 Homeless/Migrant/ Runaway 

REDUCED 

 Income and Family Size 

OTHER DOCUMENTATION 

FREE 

 Liaison List 

 Notice to Provider 

 Head Start Enrollment 

 Letter (SNAP, TANF, FPIR) 

 

  

NO APPLICATION OR INCOME TOO HIGH 

PAID 



Student Eligibility: ABC 

Applications 



Household Applications 

The household application provides a way for families to apply to 
receive school meal benefits. 

▫ Applications must be made available for all students (except for those 
who are DC matches). They can be made available electronically and 
electronic signatures are acceptable. 

▫ Send out around or before the beginning of the school year, not before 
July 1. 

▫ The USDA provides the application in 33 foreign languages. 

 *old application 

▫ Schools can not force any family to complete an application. 

▫ Schools can not force a family to complete separate applications for each 
student.  

 

 



Household Applications 

1. Income and Household Size 

2. Case Number (SNAP, TANF, FDPIR) 

3. Foster Child 

4. Homeless/Migrant/Runaway 

 



Parent Letter 

 
• Send with household application 

• Customize for your site 

▫ School Letterhead 

▫ Lunch (and breakfast) prices 

▫ Contact information 



Instructions for Applying 

• Include with parent letter and application 

• Customize to include your site name and contact information 



Foster Outreach Letter 

• Ensure vulnerable 
populations have free meals 

• USDA encourages LEAs to 
work with the child welfare 
agency to ensure that foster 
parents know that their foster 
children are eligible for free 
school meals. 

• A sample letter for schools to 
use in notifying foster parents 
about meal benefits 



Always Include on Materials 
Long Version: 

The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and 
applicants for employment on the bases of race, color, national origin, age, disability, sex, gender identity, 
religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual 
orientation, or all or part of an individual’s income is derived from any public assistance program, or 
protected genetic information in employment or in any program or activity conducted or funded by the 
Department. (Not all prohibited bases will apply to all programs and/or employment activities.) 

  

If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program 
Discrimination Complaint Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, 
or at any USDA office, or call (866)632-9992 to request the form. You may also write a letter containing 
all of the information requested in the form. Send your completed complaint form or letter to us by mail at 
U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence Avenue, S.W., 
Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov.  

 

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the 
Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).  

USDA is an equal opportunity provider and employer.  

 

Short version: 

USDA is an equal opportunity provider and employer. 

http://www.ascr.usda.gov/complaint_filing_cust.html
http://www.ascr.usda.gov/complaint_filing_cust.html
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov


Non-Discrimination Statement  

• USDA website offers other languages 

http://www.fns.usda.gov/cr/and-justice-all-posters 

▫ Chinese 

▫ Creole 

▫ French 

▫ German 

▫ Hindi 

▫ Hmong 

▫ Italian 

▫ Korean 

▫ Polish 

▫ Russian 

▫ Spanish 

 

 

 

http://www.fns.usda.gov/cr/and-justice-all-posters
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Household Application 

*Updated for 
School Year 
2015-2016 



Household Application 

• Step 1 

▫ Names of all infants, children, students 

▫ Insert your school name 

 Box checked for student 

▫ Boxes for foster, homeless, migrant, runaway 

 

What if there are more than 5 children in a household? 

X X X 



Household Application 

• Step 2 

▫ SNAP, TANF, or FDPIR Case number 

X 



Household Application 

• Step 3 

A. Children’s income and frequency 

B. Names of adults 

C. Adult’s income and frequency 

 Earnings, Public Assistance/Child Support/Alimony, Pension/Retirement/Other 

     Total household members 

     SS# or box checked 

 

X 



Household Application 

• Step 4 

▫ Address, Phone, Email, Date 

▫ Signature 



Household Application 

• Check for completeness 

• Check eligibility  

• Check if error-prone 

• Sign and Date 

Sally Smith 8/19/15 

Received on 8/15 



Household Application 

Page 2 

• Required 

▫ Racial and Ethnic 
Identities 

 Optional for family 

▫ Privacy statement 

▫ Non-discrimination 
statement 

• Optional information 

▫ Sharing information 
with other programs 

 



Disclosing  

Information 

• Do you have other grants 
or programs that ask for 
individual student 
eligibility? 

 

• The LEA may disclose 
aggregate data to any 
program or individual 
when children cannot be 
identified. 



Household Application 

*You may choose to delete 
this section if you do not 
need it. 

 

**Revise your application 
instructions as needed 



Household Application 

• Requires same 
information from 
households 

 

• Changes: 

▫ Total household 
members 

▫ “Check if no income” 
box no longer 
required 

▫ Removed yearly 
income frequency 

 



Why did USDA change the application? 

• Feedback and interviews 

• Easier for families to provide accurate information 

▫ No income 

▫ Separating adults and non-adults 

▫ Household size 

• Memo SP 22-2105 

 

 

 



Use of Other Applications 

If you aren’t using ADE or USDA application: 

• Must be approved by your NSLP Specialist 

• On your sponsor application in CNP Web, you must mark: 



Four Types of Applications 

1. Income and Household Size 

2. Case Number  

3. Foster Child 

4. Homeless/Migrant/Runaway 

 



Household Application: Income 

• To be considered complete, the application must include: 

▫ Child’s name 

▫ Names of all household members 

▫ All household members income and frequency 

▫ Total household members 

▫ Adult household member signature 

▫ Last 4 numbers of Social Security number of adult signer or “Check if no 
SSN” box checked 





Reportable Income 

• Income is any money received on a recurring basis, including gross earned 
income. Gross earned income means all money earned before such deductions 
as taxes. Income includes but is not limited to:   
▫ Earnings from work  

▫ Welfare/child support/alimony 

▫ Retirement/disability benefits  

▫ Any other income 

 

• The earnings of a child who is a full-time or regular part-time employee, or 
who receives income from other sources such as Supplemental Security 
Income or Social Security, must be listed on the application as income.  
▫ Infrequent earnings, such as income from occasional baby-sitting or mowing lawns, 

are not counted as income and should not be listed on the application.  

 
*Instructions for applying – Income information 

 



• Zero Income application: 

▫ An application that either leaves the income section blank or has 
zeros for all members listed 

• Certify this application as Free for the year 

 

Household Application: Income 



Income Eligibility Guidelines (IEG) 

• Used to determine benefits level for income applications 

• Compare household size and income level to those listed on the IEG 

 



Free, Reduced, or Paid? Family Size = 2 
Monthly Income = $1,650 

FREE 



Free, Reduced, or Paid? Family Size = 4 
Yearly Income = $40,000 

REDUCED 



Free, Reduced, or Paid? Family Size = 5 
Bi-Weekly= $2,100 

PAID 



 Error-Prone Applications 

• These are income applications that will be flagged because the 
reported amount of income falls between the error-prone 
guidelines. 

▫ $100 per month of income guidelines 

 

• Best Practice: Determine Error-Prone applications during the 
certification process. 

▫ This will help you during verification.  

 



Error-Prone Guidelines 



Error-Prone or Not? Application = Reduced 
Family Size = 4 
Yearly Income = $40,000 Not Error-Prone 



Error-Prone or Not? Application = Free 
Family Size = 2 
Monthly= $1,650 Error-Prone 



Income Applications: Frequency 

• If the frequency is the same, you can add the amounts together and 
compare with the associated column on the IEGs. 

 

• If the frequency is not the same, convert the amounts to annual 
income.  



Practice Certifying 

• Determine completeness 

• Determine eligibility 

• Determine if error-prone 

• Convert income if 
necessary 



1500 
+ 

500 
+ 

700 
+ 

1200 
= 

$3,900 
Monthly 

Susie Smith 9/23/15 

Reduced 
 
Error-
prone? 

No 



750 x 24 
=18,000 

 
200 x 52 
=10,400 

 
10,400 

+ 
18,000 

= 
$28,400 
Annually 

Susie Smith 9/23/15 

Free 
 
Error-
prone? 

No 



1650 x 12 
=19,800 

 
930 x 26 
=24,180 

 
19,800 

+ 
24,180 

= 
$43,980 
Annually 

Susie Smith 9/23/15 

Reduced 
 
Error-
prone? 

Yes 



Break 



Household Applications: Case Number 

• SNAP, TANF, FDPIR.  

 

• To be considered complete, the application must include: 

▫ Child’s name 

▫ Case number for anyone in the household 

▫ Adult household member signature 

 

• Case number application is free. 

 
 

 



Household Applications: Case Number 

What to look for in a case number: 

• SNAP or TANF 

▫ 8 digits or less 

 

• FDPIR 

▫ http://www.fns.usda.gov/fdd/contacts/fdpir-contacts.htm  

 
Indian Tribal Organization Case Number Format 

White Mountain Apache Tribe, Navajo Nation, 

Tohono O’odham Nation, Quechan Indian Tribe, 

San Carlos Apache Tribe 

Head of Household’s Social Security Number (ex. 123456) 

Colorado River Indian Tribes 4 digits 

Gila River Indian Community A letter plus a number 1-7 plus the last four numbers of the 

head of household’s SSN – (ex.D61234) 



Update: 4 digits, no preceding zero 



What would you do if you received an application 
that appears to have an invalid case number? 



Household Applications: Foster Children 

• Child whose care and placement is the responsibility of the State or 
formally placed by a court with a caretaker household.  

• To be considered complete, the application must include: 

▫ Child’s name 

▫ Box checked for “Foster Child” 

▫ Adult Signature 

 

• Foster children are free. 

 

 





Household Applications: Foster Children & Non-

Foster Children  
 

• To determine eligibility for the remainder of the household, use 
household income. 

▫ A foster child’s eligibility does not extend to the rest of the household 

 

• Households with foster and non-foster children may include the 
foster child as a household member on an income application 

 

• A foster child’s personal income must be listed and used to 
determine eligibility for the household if determining eligibility of 
non-foster children  

 

• Foster payments received by the family from the placing agency are 
not considered income 

 

 
 



 

Household Applications: 

Homeless/ Migrant/ Runaway 

 
• To be considered complete, the application must include: 

▫ Child’s name 

▫ Homeless / migrant / runaway box checked 

▫ Adult signature 

 

• LEA must verify the status via proper documentation obtained 
from the homeless / migrant / runaway liaisons 

 

 





Incomplete Applications 

• You may call and ask family for missing information. 

▫ Note and date changes 

▫ Initial changes 

• Signature still required by family 



Review of Household Application 

Certification Process 

LEA has 10 operating days to process 
applications 

Utilize “Date 
Stamp” 

Check application for 
completeness 

Certify Application- 
Process income applications using USDA Income 

Eligibility Guidelines (IEG) 

Notify family of 
Eligibility 

determination 



Notification Letter 

All households must be notified of their eligibility for NSLP 

▫ LEA has 10 operating days to process household application once it has 
been received – date stamp! 

▫ Begin eligibility status as soon as the application has been certified 

▫ Send Notification Letter within 10 operating days of certification 

 



Notification Letter 

Free and Reduced benefits 

▫ LEAs may notify households 
of their children’s eligibility 
by letter, email, phone, or an 
automated system (which 
must assure accuracy of 
information and 
confidentiality).  

Denied 

▫ The household must always 
be notified in writing by mail 
or an email. 

 



Activity 

• Practice certifying applications 

▫ Date stamp 

▫ Check for completeness – note if anything is missing 

▫ Convert income, if necessary 

▫ Determine eligibility 

▫ Determine if error-prone 

▫ Sign and date 

 



Adams Application 

Total Income 
700+700+600 = 
2,000 monthly 
 
Family of 6 
 

Incomplete 
 
Free 



Gomez Application 

Case Number 
 

Invalid 



Hayes Application 

Total Income 
375 x 52=19,500 
700 x 24=16,800 
 
36,300 annually 
 
Family of 5 
 

Free 
 
Error-prone 



Jackson Application 

 
 
Homeless 
 
Confirm with 
liaison list? 



James Application  

Total Income 
1200 + 600 =  
1800 Bi-weekly 
 
Family of 4 
 

Paid 



Johnson Application 

Total Income 
500 x 52 = 26,000 
 
2500 x 12 = 30,000 
 
30,000 +26,000= 
56,000 Annually 

 
Family of 5 
 

Foster & Paid 



Jones Application 

Zero Income 
 
Free 



Kermit Application 

Total Income 
300 + 600 + 900 = 
1800 
 
Family of 5 
 

Free 



Potter Application 

Foster 
 
Free 



Smith Application 

Total Income 
800+400 
=1200 Bi-weekly 
 
Family of 3 
 

Incomplete 
 
Reduced 
 



Thompson Application 

Case Number 
 

Free 



Underwood Application 

Total Income 
600+1100 
=1700 Bi-weekly 
 
Family of 4 
 

Reduced 
 
Error-prone 



Flow of Household Applications   

Household Application  and 
Parent Letter to all students 
who are not DC Match 

Household Application  
completed and sent back 
to school. School DATE 
STAMPS  

Using the Income 
Eligibility Guidelines and 
Error Prone Guidelines, 
determine Free, Reduced, 
Paid and flag Error Prone. 
Must complete within 10 
operating days. 

Send Notification 
Letter to Household.  



What do you do before sending out 

household applications? 

Run Direct Certification 



Lunch Break 



Student Eligibility: ABC 

Direct Certification 

 



Direct Certification (DC) 

• Direct Certification is a process of determining which children 
are eligible for free meal benefits based on documentation 
obtained directly from the appropriate State or local agency.  

 

• In most situations this should not involve the household.  
• No application is necessary if eligibility is determined through the 

direct certification process.  
• Eligibility is for the entire school year.  



DC Computer Matching 

Student 
information is 

uploaded to CNP 
Direct Certification 
in Common Logon 

The system looks for 
matching student 
information in the 

DES database 

The system generates 
a report outlining 

which students match 
and for which 

assistance program 
they match in. 



What are the benefits of DC? 

• School 

▫ Increase number of children eligible for free meals  

▫ Increase participation in the school lunch and breakfast programs  

▫ Increase in federal dollars that come to the schools for meal 
reimbursement  

▫ Reduction in paperwork associated with certifying children  

▫ Reduction in amount of families that would be subject to the verification 
process  

• Student/Family  

▫ Automatic eligibility for free meals  

▫ Reduced burden to provide supporting documentation to support free 
eligibility  

▫ Reduced need to complete school forms  

▫ Eliminates the possibility of losing forms  

▫ Improved readiness to learn through better nutrition  

 



Where do I go to run Direct Certification? 

Common Logon  CNPDirectCertification  Choose your search method 



• If you choose File Upload you will need to create your own spreadsheet using 
the exact format 

• You can use this method for your entire student population 
• You can use: Standard Format, SAIS, SS# 



File Upload 



File Upload 

• Must be saved as CSV 



• If your site reports SAIS information to ADE you can select 
your name and run a report on all of your students 



Student Accountability Information 

Services ID (SAIS IDs)  

 • SAIS 
▫ All public and charter schools are required to submit enrollment 

information to ADE each school year 

▫ Up to 2 week delay from when data is submitted to ADE to CNP Web 

▫ If you haven’t submitted your SAIS information to ADE you will not get 
any matches 
 State Match, File Upload using SAIS IDs and Individual Student Look Up using 

SAIS IDs. 

▫ Sites that aren’t a “legal entity” of the Sponsor will not show up in State 
Match  

 

ADE SAIS: http://www.azed.gov/student-accountability/ 
SAIS Support Center: 
Phone: 602-542-7378 

Toll Free: 1-866-577-9636 
Email: ADESupport@azed.gov   

Who is the SAIS coordinator at your site? 

http://www.azed.gov/student-accountability/
http://www.azed.gov/student-accountability/
http://www.azed.gov/student-accountability/
http://www.azed.gov/student-accountability/
mailto:ADESupport@azed.gov


• You can search for up to 10 students at a time 
• You must choose which format to use: Standard, SAIS, SS# 
• *Case number is only available during verification 



How-To-Guides 

 



Direct Certification Results 

• SNAP- Supplemental Nutrition Assistance Program 

• TANF- Temporary Assistance for Needy Families 

• MA- Medical Assistance (only used during verification) 

• Foster- Foster child 
 

 
New to DC: 

• FDPIR – Food Distribution Program on Indian Reservations 

• MIG – Migrant child 

 

 



Direct Certification Results 

• A student can match in more than one column  

• A match in any column means the student eats for free 

• Match in SNAP, TANF, and/or FDPIR 

▫  Benefits extend to the other children in the household 

• Match in Foster or Migrant 

▫ Benefits are only for that child and do not extend to other children in the 
household. 

 

 



Direct Certification Sample 

*Date prepared is when benefits begin 



What if…. 

You run direct certification and your results look like this: 

 

 

 

 

 

 

 

Would the benefits extend to siblings for the student in the 
row noted?  

NO 
 

 

 

Y 

Y 

Y Y 

Y 



What if…. 

You run direct certification and your results look like this: 

 

 

 

 

 

 

 

Would the benefits extend to siblings for the student in the 
row noted? 

YES 
 

 

 

Y 

Y 

Y Y 

Y 



What if…. 
You run direct certification and your results look like this: 

 

 

 

 

 

 

 

Would the benefits extend to siblings for the student in the 
row noted?  

 YES 
 

 

 

Y 

Y 

Y Y 

Y 



What if…. 

You run direct certification and your results look like this: 

 

 

 

 

 

 

 

Would the benefits extend to siblings for the student in the 
row noted?  

 YES 
 

 

 

Y 

Y 

Y Y 

Y 



What about the MA Column? 

Y 

Y 

Y Y 

Y 

 
• You should not see anything in this column during Direct 

Certification.  
 
• This column notes if a student is a match in a Medical Assistance 

program in Direct Verification.  
▫ This is only active during  
verification time, and if 
you check the Direct Verification  
Search box.  

 



Verification  

• In 2013-14:  

▫ 7  billion meals were served (5 billion lunch, 2 billion breakfast) 

▫ $15 billion were reimbursed ($11.4 billion lunch, $3.6 billion breakfast) 

• Verification is a check and balance where 3% of the total applications 
are chosen and the household is asked to provide documentation 
supporting the information listed on the application. 

 

 

*Drop-In Workshop: Preparing for Verification  

▫ October 1, 7 – Phoenix 

▫ October 8 – Tucson 

▫ October 9 - Flagstaff  
 

 

USDA Data Source: http://www.fns.usda.gov/pd/child-nutrition-tables 

 

 

http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables
http://www.fns.usda.gov/pd/child-nutrition-tables


Activity 



Name Benefit Status  Do benefits extend? 

Student A  Free Yes 

Student B  Free Yes 

Student C  Free No 

Student D  Free Yes 

Student E  Paid No 

Student F  Free Yes 

Student G  Free Yes 

Student H  Free Yes 

Student I  Free No 

Student J  Free Yes 



CNP Direct Certification Details 

 

• CNP DC search must be performed for the entire enrollment for 
eligible children at least  3 times per year. 

▫ Initial Effort (before sending household applications 

▫ 3 months after initial effort  

▫ 6 months after initial effort  

▫ May not be conducted prior to July 1st of the current school year 

 

 

*Don’t forget to save and/or print your results! 



Eligibility lasts all year! 



Notification of DC 

Benefits Letter  

• Notify families within 10 
days 

• Modify the form as 
necessary 

• Gives families the option to 
decline or notify you of other 
children in the household 

• No need to send household 
application 



Discussion 

• At your table, discuss CNP Direct Certification 
practices at your site. 

▫ Who is in charge, how often you run it, which look 
up method you use, how/where you save your 
results, etc. 



Direct Certification through other documentation  

• School officials can receive agency documentation from households 
or through direct contacts with agency liaisons.  

• These students will all receive free meals. 

 

 

Notice to Provider Form 

Foster Children 

 

 

 

Liaison Lists 

Homeless Students 

Migrant Students 

Runaway Students 

 

TANF or FDPIR Benefits 

Letters 

Students who receive benefits 

from these AZ agencies can 

provide a copy of the benefits 

letter. 

 

Head Start 

Enrollment rosters 

Pre-K Students 

 

 



There are 2 methods LEAs can use to receive documentation from State or Local 
agencies regarding which students are automatically eligible for free meals 
(directly certified).  

 

1. Computer matching through CNP Direct Certification: 

 

 

 

 

 

2. Receipt of other documents that provide evidence the student falls into 
one of the categories that automatically qualify to receive free meals:    

 

 

 

 

Direct Certification 

Compare Results 

Notice to Provider Form Liaison Lists Benefits Letters Enrollment rosters  



Foster  

When a child is in foster care in Arizona, 
the foster family will receive a Notice to 
Provider Form.  

• Child eats for free 

• Benefits don’t extend to other 
household members 

 

 

Foster Child: Child whose care and 
placement is the responsibility of the 
State or is formally placed by a court in a 
caretaker household, while the State 
retains legal custody of the child.  

 

 



Homeless Liaison List 

• A child is considered homeless if s/he is identified as lacking a fixed, 
regular, and adequate nighttime residence under the McKinney-
Vento Homeless Assistance Act by the LEA liaison, or by the 
director of a homeless shelter. 

• Acceptable documentation:  

▫ Child’s name or a list of names  

▫ Effective date(s)  

▫ Signature of the LEA liaison or the director of the homeless shelter 

• Child eats for free 

• Benefits don’t extend to other household members 

 

 



If you don’t have a liaison….. 

• Only public and charter school are required to designate a homeless 
liaison. 

▫ Other schools are encouraged to establish a liaison.  

• Other schools may use documentation obtained from shelter 
directors, a public school liaison, or the State Coordinator for 
Education of Homeless Children and Youth to determine a child’s 
eligibility for free meals.  

 

 

 

 



When do benefits begin? 

• The date you receive the 
letter is when benefits begin. 

 



Migrant 

• A child who has moved across school district lines within the last 
three years in order to accompany or join a parent or guardian who 
has moved to seek or obtain temporary or seasonal work  

• Acceptable documentation: 

▫ Child’s name or a list of names  

▫ Effective date(s)  

▫ Signature of the State, regional, or local MEP director, coordinator, or 
local educational liaison 

• Child eats for free 

• Benefits don’t extend to other household members 

 

 

 

 



Runaway Liaison List 

• A runaway child is identified as a runaway receiving assistance 
through a program under the Runaway and Homeless Youth Act 
(RYHA) by the local educational liaison.  

▫ Child’s name or a list of names  

▫ Effective date(s)  

▫ Signature of the runaway/homeless liaison or other appropriate officials.  

• Child eats for free 

• Benefits don’t extend to other household members 

 

 

 



Liaison Coordinators 

Make sure you know who yours is! 

For more information about identifying and contacting your liaisons, contact: 
Frank Migali at (602) 542-4963  (Homeless)            Mary Haluska at (602) 542-5169 (Migrant) 

Homeless liaison for each LEA.  
http://www.azed.gov/populations-projects/home/homeless/  

http://www.azed.gov/populations-projects/home/homeless/
http://www.azed.gov/populations-projects/home/homeless/
http://www.azed.gov/populations-projects/home/homeless/


Head Start 

• Children enrolled in Federally-funded Head Start centers 
are eligible for free meals in the school meals. 

• Acceptable documentation includes:  

▫ List of children enrolled in Head Start 

• Child eats for free 

• Benefits do not extend to  

   other children in household 

 



TANF/FDPIR vs. SNAP Letters 

• SNAP, TANF, FDPIR Letters: 

▫ Children eat for free 

▫ Benefits extend to other children in the household 

• TANF/FDPIR letters are considered Directly Certified 

• SNAP letters are not considered Directly Certified 

 



TANF Letter  

 
 
Temporary Assistance for Needy Families (TANF) provides 
families with cash assistance to care for children, and also assists with 
job preparation. 
• The Department of Economic Security issues a letter to families who are 

approved to receive TANF assistance. 

• All children in the household are directly certified for free meals.  

• Families who provide a  copy of their approval letter from do not need to 
turn in a household application. 

 
 
 
  



Sample TANF Letter 

Includes a case 
number 

Includes 
family/student 

name 

Includes benefit 
information and 

time frame. 

Indicates they 
are receiving 

CASH 
ASSISTANCE 



FDPIR Letter 

Food Distribution Program on Indian Reservations (FDPIR) provides food 
assistance to households residing on tribal land based on economic need. 
 
FDPIR letters will vary in content depending on the tribal organization providing the 
assistance.  
• Make sure you can connect your students to the family member listed 
• Look for information indicating they are receiving benefits 
• Look for a case number* 

• All children in the household are directly certified for free meals.  
• Families who provide a  copy of their approval letter from do not need to turn in a household 

application. 
All children in the household are directly certified for free meals.  
Families who provide a  copy of their approval letter from do not need to turn in a household application. 

 

*FDPIR case numbers will vary in format based on the tribal organization that issues the benefits. 
This chart shows the case number format for tribes in Arizona.  
 
If a tribe is not listed below, they most likely do not participate in FDPIR.  

For additional information visit: http://www.fns.usda.gov/fdpir/fdpir-contacts 
 

Update: 4 digits, no preceding zero 

http://www.fns.usda.gov/fdpir/fdpir-contacts
http://www.fns.usda.gov/fdpir/fdpir-contacts
http://www.fns.usda.gov/fdpir/fdpir-contacts
http://www.fns.usda.gov/fdpir/fdpir-contacts


SNAP Letter Method 

Supplemental Nutrition Assistance Program (SNAP) 
provides families with financial assistance for food. This is the 
program formerly referred to as food stamps.  

• These families also receive an approval letter that looks very similar to a 
TANF letter. Be sure to look closely to see if the family is receiving SNAP 
or TANF. 

• Per USDA guidance, these students are not considered directly certified. 

▫ These students still receive free meals 

▫ You can still extend eligibility to other students in the household 



 

 

Sample SNAP Letter 

 

 
Includes a 

case number 

Includes 
family/student 

name 

Indicates they 
are receiving 
NUTRITION 
ASSISTANCE 

Includes name 
and birthdate for 

all persons 
receiving benefits. 



 

 

Sample SNAP Letter 

 

 

Includes benefit 
amount and 
time frame. 



SNAP Letter 

Zero Benefits Letter 

• If a family provides a SNAP letter, the LEA official must carefully review 
the content.  

• If the letter is from a SNAP agency and states that the family is “eligible 
for zero benefits,” the students in that household are NOT eligible for 
free meals. The household will need to submit an application with 
household size and income information.  

 



Reminder:  

Eligibility lasts all year 

Families don’t need an application 



Break 



Student Eligibility: ABC 

Benefit Issuance Document (BID) 



Benefit Issuance Document (BID) 

• The BID is a document that tracks which students are 
eligible for meal benefits, as well as when and how they 
were certified.  

 



Importance of BID 

• Student’s eligibility should be tracked properly so they 
receive appropriate meals 

• Submit accurate claims 

 

 



You assigned each student an eligibility, 

then you create a BID.  

Free 
Students 
 
Reduced 
Students 
 
Paid 
Students 



Creating a BID 

• There is no right or wrong way to format your BID; it just 
needs to include the necessary information.  

• Each LEAs BID will look different – whatever works best for 
you! 

• Can include paid students 

• Can be paper or electronic 

▫ *Recommend electronic so it’s easier to update and filter  

• You must have documentation on file to support everything 
in your BID. 

 

 

 



Parts of the BID 

At a minimum, the BID should include: 

• Student’s name 

• School name (for multi-site SFA’s) 

• Benefit status (Free/Reduced/Paid) 

• Method of certification  

• Date of certification  

 

 

 



Sample BID 

Student Name School Name Benefits 
(F/R/P) 

Method Certified 
Date 



Student Name School Name Benefits 
(F/R/P) 

Method Certified 
Date 

Coyote, Wiley Dry Desert High School  Free Income App 8/1/15 

Devil, Dusty Dry Desert High School  Reduced Income App 8/30/15 

Granger, Hermione Hogwarts High Paid 7/16/15 

Lee, Brock Healthy High School  Free DC TANF 8/5/15 

Potter, Harry Hogwarts High Free Foster App 9/3/15 

Weasley, Ron  Hogwarts High Free DC SNAP 
 

7/16/15 

Weasley, Ginny  Hogwarts Middle School Free DC SNAP 7/16/15 

Sample BID 



Student’s Name 

• Include first and last name. 

• Make sure there are no duplicates. 

• It can be  organized alphabetically, by 
grade, or by classroom. 

• Do not group them by benefit status. 

Student Name 

Coyote, Wiley 

Devil, Dusty 

Granger, Hermione 

Lee, Brock 

Potter, Harry 

Weasley, Ron  

Weasley, Ginny  



School Name  

• If you are an SFA with more than 
one site, you should include the 
school name. 

School Name 

Dry Desert High School  

Dry Desert High School  

Hogwarts High 

Healthy High School  

Hogwarts High 

Hogwarts High 

Hogwarts Middle School 



Benefits 

• You need to know if the student meals will 
be claimed for free, reduced, or paid meals. 

▫ You may choose not to include paid students 

• This is determined by the documentation 
you have on file. 

Benefits 
(F/R/P) 

Free 

Reduced 

Paid 

Free 

Free 

Free 

Free 



Method   

• The method of certification reflects the 
documentation you have on file to show 
the eligibility status of the student. 

Method 

Income App 

Income App 

DC TANF 

Foster App 

DC SNAP 
 

DC SNAP 



Certified Date 

• This reflects the date you determined the 
eligibility status.  This is the date when 
you would be able to claim student’s meals 
based on their eligibility. 

▫ Certified household application 

▫ Ran Direct Certification 

▫ Received SNAP letter 

▫ Received notice to provider 

▫ Received homeless liaison list 

Certified 
Date 

8/1/15 

8/30/15 

7/16/15 

8/5/15 

9/3/15 

7/16/15 

7/16/15 



Sample BID 

 

Student Name School Name Benefits 
(F/R/P) 

Method Certified 
Date 

Coyote, Wiley Dry Desert High School  Free Income App 8/1/15 

Devil, Dusty Dry Desert High School  Reduced Income App 8/30/15 

Granger, Hermione Hogwarts High Paid 7/16/15 

Lee, Brock Healthy High School  Free DC TANF 8/5/15 

Potter, Harry Hogwarts High Free Foster App 9/3/15 

Weasley, Ron  Hogwarts High Free DC SNAP 
 

7/16/15 

Weasley, Ginny  Hogwarts Middle School Free DC SNAP 7/16/15 

• Ensure confidentiality 



Category Code 

01= Free - DC SNAP 

02= Free - DC TANF/FDPIR  

03 = Free - DC Foster /MIG 

04= Free by Income App 

05= Free by Case # App  

06= Free by Foster App 

07= Free by H/M/R  

08= Reduced by Income 

09= Paid/Denied  

Student Name School Name Benefits 
(F/R/P) 

Method Certified 
Date 

Coyote, Wiley Dry Desert High 
School  

Free Income 
App 

8/1/15 

Devil, Dusty Dry Desert High 
School  

Reduced Income 
App 

8/30/15 

Granger, 
Hermione 

Hogwarts High Paid 7/16/15 

Lee, Brock Healthy High School  Free DC TANF 8/5/15 

Potter, Harry Hogwarts High Free Foster 
App 

9/3/15 

Weasley, Ron  Hogwarts High Free DC SNAP 
 

7/16/15 

Weasley, Ginny  Hogwarts Middle 
School 

Free DC SNAP 7/16/15 

Coded BID 



Category Code 

01= Free - DC SNAP 

02= Free - DC TANF/FDPIR  

03 = Free - DC Foster/MIG 

04= Free by Income App 

05= Free by Case # App  

06= Free by Foster App 

07= Free by H/M/R  

08= Reduced by Income 

09= Paid/Denied  

Student Name School Name Benefits 
(F/R/P) 

Method Certified 
Date 

Coyote, Wiley Dry Desert High 
School  

Free Income 
App 

8/1/15 

Devil, Dusty Dry Desert High 
School  

Reduced Income 
App 

8/30/15 

Granger, 
Hermione 

Hogwarts High Paid 7/16/15 

Lee, Brock Healthy High School  Free DC TANF 8/5/15 

Potter, Harry Hogwarts High Free Foster 
App 

9/3/15 

Weasley, Ron  Hogwarts High Free DC SNAP 
 

7/16/15 

Weasley, Ginny  Hogwarts Middle 
School 

Free DC SNAP 7/16/15 

Coded BID 



Category Code 

01= Free - DC SNAP 

02= Free - DC TANF/FDPIR 

03 = Free - DC Foster/MIG 

04= Free by Income App 

05= Free by Case # App  

06= Free by Foster App 

07= Free by H/M/R  

08= Reduced by Income 

09= Paid/Denied  

The category code reflects the method and benefits. 

Student Name School Name Code Certified 
Date 

Coyote, Wiley Dry Desert High 
School  

04 8/1/15 

Devil, Dusty Dry Desert High 
School  

08 8/30/15 

Granger, 
Hermione 

Hogwarts High 09 7/16/15 

Lee, Brock Healthy High School  02 8/5/15 

Potter, Harry Hogwarts High 06 9/3/15 

Weasley, Ron  Hogwarts High 01 7/16/15 

Weasley, Ginny  Hogwarts Middle 
School 

01 7/16/15 

Coded BID 



BID Activity 
• Use the information on the sample applications, liaison list, and Direct Certification 

results to fill in the practice BID. Only use complete applications.  

• Fill in the code based on the benefits and certification method. 

Student 
Name 

School Name Benefits 
(F/R/P) 

Method Certified Date Code 

Category Code 

01= Free - DC SNAP 

02= Free - DC TANF /FDPIR 

03 = Free - DC Foster/MIG  

04= Free by Income App 

05= Free by Case # App  

06= Free by Foster App 

07= Free by H/M/R  

08= Reduced by Income 

09= Paid/Denied  



BID Activity 
Student Name School Name Benefits 

(F/R/P) 
Method Certified 

Date 
Code 

Gomez, Selena Pokey Cactus P 9/1/15 09 

Hayes, Chris Dry Desert F Income App 9/23/15 04 

Hayes, Carol Dry Desert F Income App 9/23/15 04 

Jackson, Oliver Prickly Pear F Homeless Liaison List 8/19/15 07 

James, Henry Pokey Cactus P Income App 9/23/15 09 

Johnson, Marcus Pokey Cactus P Income App 9/23/15 09 

Jones, Tom Dry Desert F Income App 9/23/15 04 

Kermit, Ella Dry Desert F DC SNAP (w/brother) 9/1/15 01 

Kermit, George Dry Desert F DC SNAP  9/1/15 01 

Potter, Harry Dry Desert F Foster App 9/23/15 06 

Swift, Taylor Prickly Pear F DC TANF 9/1/15 02 

Thompson, Jane Prickly Pear F Case # App 9/23/15 05 

Underwood, Carrie Prickly Pear R Income App 9/23/15 08 

Underwood, Megan Prickly Pear R Income App 9/23/15 08 

Williams, Garrit Pokey Cactus F Foster App 9/23/15 06 



BID 

Method Documentation 

CNP Direct Certification DC Match Results – SNAP, TANF, 
FDPIR, Foster, Migrant 

Household Application Certified Application – Case 
Number, Income and Household 
Size, Foster 

Homeless/Migrant/Runaway Liaison Lists  

Foster Child Notice to Provider 

Head Start Enrollment List 

SNAP, TANF, FDPIR Letter from Agency 

There are various ways students can qualify for meal 
benefits. Each method has associated documentation: 

The BID summarizes all of this information in one document. 



Paperwork 

• Important to keep all paperwork on file that supports the BID 

▫ Household applications 

▫ Direct Certification matches 

▫ Liaison lists 

▫ Enrollment lists 

▫ SNAP, TANF, FDPIR letters 

▫ Notice to provider 

▫ Extended eligibility from DC match 

 

*Keep files for 5 years 

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&docid=Ea4p1II3vq0F4M&tbnid=cRBEKZCKJM-AfM:&ved=0CAUQjRw&url=http://www.schcounselor.com/2010_10_01_archive.html&ei=OH6jU6CRNozgoASzjoDICA&bvm=bv.69411363,d.cGU&psig=AFQjCNFDNarseNxC1BU-K19_H4XvBQZkXg&ust=1403310002193453


Updating the BID 

• It’s important to update your BID anytime there is a change in 
eligibility information.* 

• Your BID at the point of service must match the BID you keep on 
file. 

• Keeping an up-to-date BID helps ensure: 

▫ Students receive the correct meals benefits. 

▫ Your daily meal counts are accurate. 

 

*This means it should be updated when 
new students enroll, when students 
withdraw, anytime you run direct 
certification, or anytime a family turns in 
an application that changes student 
eligibility status. 



30 Day Rollover 

• Before applications are processed for the new school year and up to 
the first 30 operating days, beginning with the first operating day of 
the school year, the LEA must carry-over eligibility and claim free 
and reduced price meals served to:  

▫ Children from households with approved documentation on file from the 
previous year. 

 Applications, DC Matches, Agency Letters, Liaison lists, Head start enrollment 

▫ Newly enrolled children from households with children who were 
approved for benefits in the LEA the previous year. 

▫ Previously approved children who transfer from one school to another 
under the jurisdiction of the same LEA.  

 

• Operating days - The days on which a meal or milk is provided.  

 







Activity – Eligibility Review 

• Choose an orange slip of paper 

• Take turns describing the word on your paper 

• 30 seconds each 

 



Student Eligibility: ABC 

Additional forms related to eligibility 



Media Release 

• Near the beginning of each 
school year, the public must 
be notified that school meal 
programs are available in the 
school or school district.  

• It must be provided to the 
local news media, the 
unemployment office, and any 
major employers who are 
contemplating large layoffs in 
the attendance area of the 
school.  

• Could include the parent letter 

• Customizable sample letter on 
website 



Free and Reduced-price Policy Statement 

• Each Local Educational Agency (LEA) must have an approved free and 
reduced-price policy statement on file with the Arizona Department of 
Education (ADE) that accurately describes its current free and reduced-
price policies. This is a permanent document but must be updated if an 
LEA makes any major changes.  

 
• New ADE template 

• Customize to describe your practices 

• Working document 

• Due October 15 to your NSLP 
Specialist 

 

 



Free and Reduced-price Policy Statement 

C. The following direct certification procedures have been implemented: 
 

D. The following procedures for accepting applications for benefits have been implemented: 
 

M. The following measures have been taken to prevent disclosure of confidential free and 
reduced-price eligibility information, as is required by 7 CFR 245.6(f-k):  

 
N. (Sponsor Name) has implemented the following policies per site regarding meal charges: 

 
O. When more than one lunch, breakfast, or type of milk is offered which meets the requirements 
of 7 CFR parts 210.10, 220.8 or 215.2, children eligible for free or reduced-price benefits will have 
the same choice of meals and/or milk that is available to those children who pay the full price for 
their meals and/or milk. To prevent overt discrimination of children receiving free or reduced-
price meals, the following methods of collecting payment from children paying the full- or 
reduced-price of the meal will/will NOT be implemented:  

 
P. When selling competitive foods during a meal service, the following practices will be 
implemented to prevent overt identification of the children receiving free or reduced-price meals: 

 
Q. Media Release - A copy of the public/media release which will be used is attached to this 
statement. 

 
 
 



Activity - Scavenger Hunt 

 

http://www.azed.gov/health-
nutrition/files/2015/07/2015-
eligibility-manual-for-school-
meals.pdf 

 

Eligibility Manual 
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Answer Key 
1. Go to page 46 and write down the required frequency for running Direct Certification: 
At or around the beginning of the school year, July 1; Three months after the beginning of the school year; 
and Six months after the beginning of the school year.   
2. In which section would you find more information about determining if an application is complete or 
not? 
Chapter 3, part A (p.49) 
3. What is the difference between operating days and working days?  
Working Days: The days when school is open and teachers or school administration are on-site, but the 
reimbursable meal service is not in operation. (p.12) 
Operating Days: The days on which a meal or milk is provided.  (p.10) 
4. What page is the disclosure chart found on? 
Page 83  
5. Where can you find more information on what is considered reportable income? 
Chapter 3, page 31 
6. Using the Special Situation for Determining Current Household Income chart, what would be 
considered an infrequent earning for a child’s income? 
Occasional babysitting and mowing lawns (p.35) 
7. What page can you find more information on the media release?  
Page 15  
8. Under key terms, what is the definition of a “household”? 
A group of related or nonrelated individuals who are living as one economic unit. (p.9) 
9. Using the Special Situation for Determining Household Composition chart, would a child away at 
college be considered part of the total household size? 
Yes. A child who is temporarily away at school (e.g., attending boarding school or college) is included as a 
member of the household. (p.29)  
10. In which section would you find more information about the verification process? 
Chapter 4 



Website 

http://www.azed.gov/health-nutrition/nslp/ 

 

http://www.azed.gov/health-nutrition/nslp/
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Questions? 
 



Receiving your Certificate of Completion  

• ADE has moved to a new event registration system: Calendar 
of Events 

▫ Event registration 

▫ Attendance tracking 

▫ Conducting evaluation 

▫ Printing certificates from your school/site 

 



Accessing the Evaluation and Certificate 

https://ems.azed.gov/Home/Calendar  

https://ems.azed.gov/Home/Calendar
https://ems.azed.gov/Home/Calendar


Accessing the Evaluation and Certificate 

• You can also access this webpage from your Federated 
Student Information System.  

▫ Log in to your student information system. 

▫ Click on the Calendar of Events from your system. 

▫ Click on the orange bars and click Log in.  

 



Accessing the Evaluation and Certificate 

• If you do not have a Federated Student Information 
System (RCCIs, BIE/BIA schools, Private schools), you 
will need to create an ADEConnect Account using the 
email address used to register for training.  

 

 

https://ems.azed.gov/Home/Calendar 

 

https://ems.azed.gov/Home/Calendar


Thank you! 

Contact: 

Lindsey Cler 

lindsey.cler@azed.gov 

602-364-1625 

mailto:Lindsey.cler@azed.gov
mailto:Lindsey.cler@azed.gov

